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STAFF ESTABLISHMENT

HOW TO READ BETWEEN THE LINES



SECTION 1

IMPORTANT CONCEPTS

WEIGHTED LEARNERS AND SCHOOL WEIGHT
SUBJECT WEIGHTS

FORMULA DETERMINING NUMBER OF POSTS
ADDITIONAL POSTS

ACCURACY OF CALCULATED POSTS
SGB POSTS
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his is your official staff establishment with effect of 1 January 2021.
he Department retains the right to recalculate the staff establishment, make changes if

necessary or if any information is found to be incorrect.
In cases with wrong information, please contact the EMIS office without delay. ,
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Weighted Leamers 1192.481
onstant Weight 141
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Posts 26.038
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Total School Weight 1026911.581
ccounting 0187 ] 30 5616 26 | 4887 | 22 4118
Afrikaans First Additional Language 0.21 33 6.95 32 | 8739 | 37 7792
Afrkaans Home Language 0.21 114 24.008 118 | 24.851 97 20428
Business Studies 0187 | 49 9173 35 | 6552 | 45 8424
[Civil Technology (Woodworking) (G 0.481 2 0.924 7 3232 5 2308
|Computer Applications Technology 0.318] 78 24 215 51 16249 | 43 13.7
[Dramatic Arts i 0577| 6 4618 5 | 2886 | 7 4.04
[Economics 0.187] 18 337 22 |a4118] 36 6.739
[Engineering Graphics and Design 0.481 47 21.703 48 | 21.241 37 17.085
[English First Additional Language 0.21 114 | 24008 | 117 | 24.64 97 | 20428
[English Home Language 0.21 33 6.95 32 6.739 37 7.792
|Geography 0187 29 5.429 44 8237 | 47 8.798
|German Second Additional Language 0.187 1 0187 0 0 0 0
[Hospitality Studies W 0346| 41 | 14199 | 31 |10736| 25 | 8658
|Life Orientation 0124] 147 | 18285 | 150 | 18669 | 134 | 16677
|Life Sciences 0216 78 16883 | 85 |18398] 65 | 14.089
[Mathematical Literacy 0311] 57 17.7668 | 52 69 | 21.508
[Mathematics 0311] 81 25247 | 80 50 | 15584
[Mechanical Technology (Automotive) (G 0461 12 5.541 21 15 8.926
[Music 1154] 1 1154 | 0 0 0
hysical Sciences 0323 64 20.687 66 41 13.253
echnical Mathematics 0312 9 2808 18 15 468
Technical Science 0323 © | 2907 | 19 15 | 4.845
0




welghted leamners per Post = Total school weight + [Pool{RE+CAT)] = 1026911.581 + 20052 = 51.212
=> Posts = school welght + (weighted learmers per Post) « 1333.481 + 51,212 = 26.038

1 Additional peost was sllocated for CAT,

Panitive: Gained Fosty

Negative: Existing establishment is

unalfordable due to excess posts

Nemative: Posts Lost
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CREATING A FAIR WORKLOAD

THE ART OF (WAR) DELEGATION




DELEGATION

“Those who are good at delegating
responsibility employ the intelligent,
the brave, the greedy and the foolish.
The intelligent are glad to establish
their merit, the brave to act out their
ambitions, the greedy welcome an
opportunity to pursue profit, and the
foolish do not care if they die.”

Sun Tzu - THE ART OF WAR




KNOW YOUR STAFF

v" DETERMINE INDIVIDUAL STAFF PROFILES BY
USING EXTERNAL PROFESSIONALS.

v DETERMINE LIKES, DISLIKES AND
PREFERENCES WITH INFORMAL INDIVIDUAL
MEETINGS.

v" INVOLVE THE COMPONENT MANAGERS IN
INFORMAL DISCUSSIONS.

v" TAKE PERFORMANCE STATISTICS OF THE
PAST INTO ACCOUNT.

v" KEEP YOUR EAR TO THE GROUND FOR THE
BACKGROUND CHATTER OF LEARNERS
AND PARENTS WITHOUT GETTING
INVOLVED.

v" IDENTIFY STAFF MEMBERS WITH LEADERSHIP
SKILLS AND AMBITION FOR DEVELOPMENT.




TYPES OF WORKLOADS

v ACADEMIC PROGRAM
v EXTRAMURAL PROGRAM
v DISCIPLINARY SYSTEM
v" ADMINISTRATIVE TASKS
v MANAGING HOSTELS

v TRANSPORT - BUSSES
v FUNCTIONS



ACADEMIC PROGRAM

IDENTIFY CAPABLE SUBJECT HEADS / SPECIALISTS IN EACH
SUBJECT / PHASE /GRADE.

THEY DESIGN WORKLOADS UNDER SUPERVISION OF HOD /
DEPUTY PRINCIPAL.

ALL WORK PLANS CONSOLIDATED BY MANAGEMENT / TIMETABLE
COMMITTEE.

SENIOR MANAGEMENT ENSURE THAT ALL REGULATIONS ARE
ADHERED TO (EG. NUMBER OF PERIODS PER POST LEVEL)

CREATE A PLAN TO DEVELOP ALL TEACHERS BY MENTORING AND
EXPOSURE TO HIGHER GRADES.

KEEP THE ASPIRATIONS AND ABILITIES OF INDIVIDUAL TEACHERS
IN MIND WHILE FINALISING WORKLOAD.

REMEMBER THAT YOUR TEACHERS WILL BE INVOLVED IN OTHER
ACTIVITIES AS WELL. (SOME MORE THAN OTHERS)

BE ON THE LOOKOUT FOR PROFESSIONAL JEALOUSY BETWEEN
SCHOOL MANAGERS AND TEACHERS.

USE CONSULTATION TO SOLVE CONFLICTS TO FINALIZE THE
TIMETABLE.

ENSURE THAT EACH TEACHER HAS AT LEAST ONE CLASS THEY
LOOK FORWARD TO, TO TEACH.




EXTRAMURAL PROGRAM

v

v

IDENTIFY A CAPABLE AND PASSIONATE HEAD FOR
EACH SPORT CODE / CULTURAL ACTIVITY ETC.
IDENTIFY AND APPOINT COACHES FROM THE
TEACHING STAFF.

APPOINT COACHES FROM OUTSIDE THE SCHOOL
IF NECCESSARY.

ALL TEAMS MUST HAVE AT LEAST ONE STAFF
MEMBER AS COACH / TEAM MANAGER.

PROVIDE A BALANCED TIMETABLE FOR PRACTISES,
TAKING EVERYBODY INVOLVED INTO ACCOUNT.
SGB MUST PUT A SMALL REWARD PROGRAM INTO
PLACE FOR REWARDING ALL THE COACHES.

DO NOT DELEGATE GENERAL AND OTHER MENIAL
TASKS TO THIS GROUP. THEY ARE SACRIFISING A
LOT OF THEIR PERSONAL TIME.

ACKNOWLEDGE THE EFFORT PUT IN BY THE
COACHES OFTEN AND PUBLICLY.



v

v

DISCIPLINARY SYSTEM

ALL TEACHERS WILL BE INVOLVED IN THIS SYSTEM ON
THE LOWEST LEVEL.

APPOINT A DISCIPLINARY HEAD (HOD OR MASTER
TEACHER) FOR EACH GRADE.

DEPUTY PRINCIPAL MANAGES THE DISCIPLINARY
HEADS.

PRINCIPAL ULTIMATELY RESPONIBLE FOR FINAL
DECISIONS ON RECOMMENDATION OF THE ABOVE
COMMITTEE.

IT IS NOT FAIR TO MAKE ONE SMT MEMBER
RESPONIBLE FOR DISCIPLINE OF THE WHOLE
SCHOOL ALONE.

USE STAFF MEMBERS WITHOUT EXTRAMURAL OR
OTHER ACTIVITIES TO SUPERVISE DETENTION
CLASSES.



ADMINISTRATIVE TASKS

v' SA-SAMS, TIMETABLES, INVIGILATION TIMETABLES,
LSEN, FINANCIAL ADMINISTRATION, TEXTBOOK
RETRIEVAL SYSTEM ETC.

v FIND STAFF MEMBERS WHO ARE PARTIAL TO THIS
TYPE OF CHALLENGE.

v THESE TASKS ARE NORMALY VERY TIME CONSUMING
AND MUST BE ACKNOWLEDGED AS SUCH.

v" DO NOT REQUIRE YOUR CHAMPIONS TO DO OTHER
TIME CONSUMING EXTRAMURAL ACTIVITIES, EXCEPT
IF THEY HAVE A PASSION FORIIT.

v ACKNOWLEDGE THE VITAL ROLE THAT THEY PLAY
OFTEN AND PUBLICLY.

v" PROTECT THEM AGAINST OTHER STAFF MEMBERS
WHO FEEL THAT THESE TASKS ARE NOT THE SAME AS
EXTRAMURAL ACTIVITIES.



MANAGING HOSTELS

v ACKNOWLEDGE THAT HOSTELS ARE A WHOLE ENTITY
ON THEIR OWN.
v APPOINT SENIOR STAFF MEMBERS TO MANAGE:
v KITCHEN STAFF.
v' CLEANING STAFF.
v" SUPERVISING TEACHERS.
v THE SUPERVISING TEACHERS:
v" WILL BE ON CALL MOST OF THE TIME AFTER
HOURS.
v" WILL HAVE A LOT OF EXTRA ADMINISTRATION TO
DEAL WITH.
v" ARE SACRIFISING THEIR PRIVACY BY STAYING IN
THE HOSTEL.
v KEEP ALL OF THE ABOVE IN MIND WHEN
DETERMINING THE OTHER WORK LOADS.



TRANSPORT-BUSSES

v" TRANSPORT USING THE SCHOOL FLEET OF BUSSES
INCLUDES THE FOLLOWING:
v' WEEKEND ROUTES FOR LEARNERS IN THE
HOSTELS.
DAILY ROUTES FOR LEARNERS IN TOWN.
ALL TRANSPORT PERTAINING TO EXTRAMURAL
ACTIVITIES.
v" TRANSPORT TO TOURNAMENTS DURING SCHOOL
HOLIDAYS.
v' APPOINTMENT OF SENIOR STAFF MEMBERS TO
MANAGE THE FLEET INCLUDING THE FOLLOWING:
v" MAINTENANCE OF VEHICLES.
v" LICENCING
v ROAD WORTHINESS
v" DRIVERS AND SUPERVISORS FOR TRIPS.
v ALL STAFF MEMBERS ASSOCIATED WITH THE ABOVE
WILL ALSO SACRIFICE A SIGNIFICANT AMOUNT OF
THEIR PERSONAL TIME.

v
v




FUNCTIONS

v" FUNCTIONS CAN INCLUDE THE FOLLOWING:
v PRIZEGIVING CEREMONIES
v" FUND-RAISERS (SHOWS, GAME FESTIVALS ETC.)
v TOURNAMENTS / CULTURAL EVENTS.
v" CEREMONIES DEALING WITH THE TRADITIONS OF
THE SCHOOL.

v STEERING COMMITTEES COMPRISING OUT OF
TEACHERS AND PARENTS MUST BE ESTABLISHED.

v" THE PLANNING AND EXECUTING OF THESE
FUNCTIONS WILL TAKE UP A SIGNIFICANT AMOUNT
OF PERSONAL TIME.

v KEEP THE WORKLOAD OF INDIVIDUAL TEACHERS IN
MIND WHEN FORMING THE STEERING COMMITTES.

v" FIND WAYS TO COMPENSATE TEACHERS OTHER
THAN FINANCIALLY.




CONCLUSION

v" THERE WILL ALWAYS BE THREE GROUPS OF STAFF
MEMBERS AT YOUR SCHOOL:

v BRIGHT-EYED, BUSHY-TAILED, FULL OF ENERGY,
VISION AND INITIATIVE.

v" STILL HERE, DOING WHAT IS NECESSARY AND
OCCASIONALLY MORE THAN REQUIRED, IF | AM
MOTIVATED ENOUGH.

v' HATE THE JOB, DOING THE ABSOLUTE MINIMUM
AND CAN'T WAIT TO GET HOME.

v' BY KNOWING WHAT MOTIVATES INDIVIDUAL STAFF
MEMBERS , IT IS POSSIBLE TO TRANSFORM THE LAST
TWO GROUPS INTO THE FIRST ONE.

v PRINCIPALS TENDS TO OVERWORK THE FIRST GROUP
BECAUSE THEY WILL NOT SAY NO TO ANY TASK
GIVEN.

v IT WILL TAKE ENERGY AND PLANNING FROM YOU
AND YOUR SMT TO BALANCE THE DISTRIBUTION OF
WORKLOADS SO THAT EVERY ONE LIKES THEIR JOB.




KNOW YOUR STAFF AND BE
FAIR WITH THEIR
WORKLOADS...

AND THEY WILL WORK
TOGETHER AS AN EFFECTIVE
UNIT AND SURPRISE YOU BY
VOLUNTEERING FOR MANY
EXTRA MILES.
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